U S. OFFI CE OF PERSONNEL MANAGEMENT ANNCT. NO. PH PA-9-0234
PH LADELPHI A SERVI CE CENTER OPENS: Novenber 30, 1998
600 ARCH STREET CLCSES: Decenber 18, 1998
PH LADELPHI A, PA 19106

COWVPETI Tl VE VACANCY ANNOUNCEMENT

MANAGEMENT ANALYST

GS-343-09, Starting Salary: $33,210 Per Year
GS-343-11, Starting Salary: $40, 182 Per Year
GS-343-12, Starting Salary: $48, 158 Per Year

Pronmotion Potential: GS-12

Nunber of Vacancies: Two
AT. DEPARTMENT OF EDUCATI ON
NEW YORK, NY

NOTE: Requests for application materials nmust be Postmarked by
the cl osing date: Decenber 18, 1998. Conpl eted application
materi al s nust be Received by Decenber 28, 1998.

Special Conditions of Enploynent: Six to ten nights travel per
nont h.

DUTI ES

This position perforns a variety of duties related to providing
custoner service support to postsecondary institutions in the

i npl enent ati on and managenent of the WIlliam D. Ford Federal
Direct Loan Program (DL Program . Facilitate schools’ operation
of the DL Program by respondi ng to questions, conducting

t roubl eshooting and nonitoring resolution of problens. Conducts
training, gives presentations, provides technical assistance to
school personnel, analyzes MS and other reports to determ ne
participating schools’ success in operating the DL Program and
participates in a variety of projects and initiatives in support
of the DL Program and other Title IV prograns adm ni stered by the
U S. Departnent of Education.

QUALI FI CATI ON REQUI REMENTS

SELECTI VE FACTOR

In order to be considered for this position, all applicants nust
nmeet the selective factor identified belowin addition to neeting
the qualification requiremetns for this occupation. Any
applicants not neeting the selective factor will not be
considered for this position.

1. Your background nmust denonstrate possession of the foll ow ng



Sel ective Placenent Factor: Know edge of Title IV program
regul ati ons, systens and adm nistration. Be sure to provide

evi dence of your possession of the Selective Placenent Factor in
your witten application materials to be found fully qualified.

I N ADDI TI ON TO MEETI NG THE SELECTI VE FACTOR, YOU MJUST MEET THE
FOLLOW NG

FOR GS-09, YOU MUST MEET ONE OF THE FOLLOW NG
A. Two full years of progressively higher |evel graduate
education or master's or equivalent in a subject matter area that
equi pped the individual to perform managenent anal ysis rel ated
wor k. Exanpl es of qualifying disciplines are Public
Adm ni stration, Business Managenent, Quantitative Analysis or
other fields of study that required the anal ysis of nanagenent
processes.

or

B. One year of specialized experience equivalent to the GS-07

| evel that denonstrated know edge of nanagenent anal ysis

requi renents and techni ques related to Student Fi nanci al

Assi stance Progranms. Assignnments consist of several related
tasks which required skill in applying analytical and eval uative
techniques to the identification, consideration and resol ution of
i ssues or of problens of a procedural or factual nature. The
assi gnnents nust have shown conpletion of the follow ng or the
equi val ent :

- Analysis of the interrelationships of pertinent issues, facts,
or conponents under study;

- Planning the sequence of actions necessary to acconplish the
assi gnnent ; and

- Personal responsibility for at |east a segnent of the overal
Student Financial A d project.

or

A conbi nation of graduate |evel education as described under
letter A above in excess of one full year and specialized
experience as described under letter B above which, when

conbi ned, are equivalent to 100% of the qualification

requi renents. To conpute this, first determ ne your tota
qual i fyi ng experience as a percentage of the experience required
under letter B above; second, determ ne your graduate education
in excess of one full year as a percentage of the education
requi red under A above; and then add the two percentages
together. The total nust equal at |east 100 percent to qualify.



For GS-11: You nust neet one of the follow ng:

A. Conpletion of three full years of progressively higher |evel
graduat e education or Pd.D. or equivalent doctoral in a subject
matter area that equi pped the individual to perform nanagenent
anal ysis rel ated work. degree Exanples of qualifying disciplines
are Public Adm nistration, Business Managenent, Quantitative
Anal ysis or other fields of study that required the anal ysis of
managenent processes.

or

B. One year of specialized experience equivalent to at |east the
GS-9 level in the Federal sector that involved anal yzing the
i npact of pertinent |aws, regulations and policies on Student
Fi nanci al Assi stance Prograns; neasuring programefficiency and
productivity using qualitative and quantitative techniques;
devel opi ng new procedures and approaches to resol ve probl ens and
recommend sol utions.

or

C. A conbination of graduate |evel education as described under
letter A above in excess of two full years and specialized
experience as described under letter B above which, when

conbi ned, are equivalent to 100% of the qualification

requi renents. To conpute this, first determ ne your tota
qual i fyi ng work experience as a percentage of the experience
requi red under letter B above; second, determ ne your graduate
education in excess of two full years as a percentage of the
educati on required under A above; and then add the two
percentages together. The total nust equal at |east 100 percent
to qualify.

For GS-12: You nust neet the followng criteria:

One year of specialized experience equivalent to at | east the GS
11 level in the Federal sector that involved anal yzing the inpact
of national trends, |aws, regulations and policies on nultiple
Student Fi nanci al Assi stance Prograns (SFAP) or operational
areas; measuring programefficiency and productivity using
gqualitative and quantitative techni ques; devel opi ng new and

i nnovati ve procedures and approaches to resolve significant

probl ens and maeki ng recommendi ng to nmanagenent that have | ong
reaching effects on the future direction of the program or area.

There is no education substitute at the G5 12 | evel .

For ei gn Educati on:



Educati on conpleted in foreign colleges or universities may be
used to neet the qualification requirenents if you can show t hat
the foreign education is conparable to that received in an
accredited educational institution in the United States. It is
your responsibility to provide such evidence when appl yi ng.

PART- TI ME OR UNPAI D EXPERI ENCE

Credit will be given for all appropriate qualifying experience
regardl ess of whether conpensation was received or whether the
experience was gained in a part-tinme or full-tinme occupation.
Full-time work is generally considered to be 35 to 40 hours of
wor k per week. Part-time experience will be credited on the
basis of time actually spent in appropriate activities.
Applicants wishing to receive credit for such experience nust
indicate clearly the nature of their duties and responsibilities
in each position and the nunber of hours a week spent in such
enpl oynent .

BASI S OF RATI NG

Your rating will be based on your experience, education and

trai ni ng. You nust use the Form C to record your answers to the
gquestions contained in the Supplenental Qualifications Statenent
(S.QS.). The FormC w Il be scanned by a conputer, which makes
t he necessary calculations to determ ne your rating. Your
qualifications will be evaluated on the basis of your |evel of
know edge, skills, abilities and/ or conpetencies in the foll ow ng
ar eas.

1. Ability to research and eval uate probl ens, devel op sol utions
and make sound recomendati ons.
2. Ability to communicate information, recomendations and
pr ocedur es.
3. Skill in working with diverse groups with differing
priorities.
4. Know edge of Title IV programregul ations, systens and

adm ni strati on.
VETERANS PREFERENCE

- 5-Point Preference

A 5-point preference is granted to veterans who entered the
mlitary service prior to October 15, 1976, or who served in a
mlitary action for which they received a Canpai gn Badge or
Expedi ti onary Medal, including the award of the Arnmed Forces
Expedi ti onary Medal for service in Bosnia during Operation Joint
Endeavor, Novenber 20, 1995 - Decenber 20, 1996, and QOperation
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Joint Guard, Decenber 20, 1996 - to be determ ned.

A 5-point preference is also granted to veterans who served on
active duty during the Gulf War from August 2, 1990 through
January 2, 1992. The law grants preference to anyone who is
otherwi se eligible and who served on active duty during this
period regardl ess of where the person served or for how | ong.
“Oherwise eligible” neans that the person nmust have been

rel eased fromthe service under honorabl e conditions and nust
have served a m ni num of two years on active duty, or if a
Reservi st, nmust have served the full period for which called to
active duty.

If you are claimng a 5-point veterans preference you nust
provide a DD 214, Certificate of Release or D scharge from Active
Duty, or other proof of entitlenent.

- 10-Poi nt Preference

You may be entitled to a 10-point veteran preference if you are a
di sabl ed veteran; you have received Purple Heart; you are the
spouse or nother of a 100% di sabl ed veteran; or, you are the

wi dow, w dower, or nother of a deceased veteran. |If you are

cl ai m ng 10-point veteran preference, you will need to submt an
SF- 15, Application for 10-point Veteran Preference, plus the
proof required by that form

You nust clearly identify your claimfor veterans preference on
your application.

OTHER CONDI TI ONS OF EMPLOYMENT

1. Under Executive Order 11935, only United States citizens and
nationals (residents of Anerican Sanmpa and Swai ns | sl and)
may conpete for civil service jobs. Agencies are permtted
to hire noncitizens only in very limted circunmstances where
there are no qualified citizens available for the position.

2. As a condition of enploynent, male applicants born after
Decenber 31, 1959, nust certify that they have registered
with the Selective Service System or are exenpt from having
to do so under the Selective Service Law.

HOW TO APPLY

1. Mail to the Phil adel phia Service Center a resune, OR an
Optional Application for Federal Enploynment (OF 612), OR any
other witten application formyou choose which specifically
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descri bes your qualifications for the position. Consult
the panphlet titled "Applying for a Federal Job" (OF 510)
for details about certain information that MJST be cont ai ned
in your resunme or application. |f your resune or
application does not provide all of the required
information, you may | ose consideration for the position.

OR

Submt your resune fromour VWEB Site at
http://ww. usaj obs. opm gov. To do so, you nust first search
current job openings to locate this job record, then click
on the link to our on-line Resune Builder. In addition, you
must conplete and submt (via mail or electronically) the
additional materials discussed below in order to be
considered for this position. This material nust be

recei ved by August 31 and nust refl ect the announcenent
nunber for this position in order to ensure they are routed
correctly.

Compl ete and mail a Form C according to the instructions in
the Suppl enmental Qualifications Statenment (SQS) for this
position. Submssion of this formis mandatory unless you
apply electronically. Only an original FormC w il be
accepted. Please note that the Form C suppl enents your

enpl oynent application and is not a substitute for your
resunme, OF-612, or other witten application formthat you
submt. Failure to submt a conpleted FormC will result in
non-consi deration for this position.

OR

Submt your responses to the Supplenental Qualifications
Statenent (SQS) electronically fromour Wb Site at
http://ww. usaj obs. opm gov. To do so, you nust already have
a copy of the Vacancy Announcenent and SQS. Select “On-Line
Application”, select “Conplete On-Line Suppl enental
Qualifications Statenment”, scroll down to enter the six
digit control nunmber (i.e. PHXXXX), click on “Submt”, and
follow the instructions in the SQS to conplete the rest of
the itens.

OR

Usi ng a conmputer and a nodem dial into the Federal Job
Qpportunities Board (FJOB) at 912-757-
3100. You nust already have a copy of
t he Vacancy Announcenent and SQS. Sel ect
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option 2(Conferences and System
Functions); select option 1
(Conferences), select option 26
(Applications on-line), select O (OPMs
El ectronic Application), enter the OPM
Control Nunber <PHXXXX> for this
position, enter Y to the question “Do
you wi sh to conplete an application
now?,” and follow the instructions in
the SQS to conplete the rest of the

i tens.

Attention electronicfilers: After completing the “On-line Application”, you will know if your
electronic submission through the World Wide Web has been successful when you receive a“Thank Y ou’
message stating that your on-line application for this Control Number has been received. If you applied
through the FJOB Computer Bulletin Board, you will receive a message indicating that you can receive a
Notice of Applicant Response through that system’s E-mail which you can then view or download. |f
you do not receive such a message, please try again asthisindicatesthat your responses have not
been entered into the Office of Personnel M anagement data bank. Also, if you choose to submit
an electronic Form C, you must do so before midnight Eastern Standard Time (EST) of the
closing date. You must also submit your resume, OF-612, or other written application form by
thefiling deadline and include a notation that you filed an electronic Form C. Failureto notate
on your resume, OF-612, or other written application form that you filed an electronic Form C
will result in an indligiblerating.

The foll ow ng docunents, if required, nust be submtted by nmail.
Wite the announcenent nunber for this position on any docunents
you mail to us to ensure they are routed correctly.

3. Submit a copy of your college transcript with your
application package, if qualifying based on education. An
official college transcript will be required by the agency
prior to selection.

4. DD- 214 or other proof of entitlenment, if claimng 5-point
veterans preference OR SF-15 with required docunentary
proof, if claimng 10-point veterans preference.

Send conpl eted application material to:

ATTN:  PH- XX- X- XXXX

U S. OFFI CE OF PERSONNEL MANAGEMENT
PH LADELPHI A SERVI CE CENTER

600 ARCH STREET

PH LADELPHI A, PA 19106- 1596

Pl ease note that applications received wthout responses to the
Suppl emental Qualifications Statement (FormC wll not be
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considered. Failure to submt all of the required forns wll
result in non-consideration for this position. The application
and rel ated docunents w |l becone the property of the U S Ofice
of Personnel Managenent.

SPECIAL SELECTION PRIORITY CONSIDERATON PROVISIONS FOR SURPLUS OR
DISPLACED FEDERAL EMPLOYEES

Individuals who have specia priority selection rights under the Agency Career Transition Assistance Program
(CTAP) or the Interagency Career Transition Assistance Program (ICTAP) must be well qualified for the position
to receive consideration for special priority selection. CTAP and ICTAP eigibles will be considered well
qualified if they receive an eligiblity rating of 85 or above.

Federal employees seeking CTAP/ICTAP dligibility must submit proof that they meet the requirements of 5 CFR
330.605(a) for CTAP and 5 CFR 330.704 for ICTAP. Thisincludes a copy of the agency notice, a copy of their
most recent Performance Rating, and a copy of their most recent SF-50 noting current position, grade level, and
duty location. Please annotate your application to reflect that you are applying for aCTAP or ICTAP dligible.

HOW TO OBTAIN APPLICATION FORMS. Application forms may be obtained by calling the USAJOBS
BY PHONE automated tel ephone-based system at (215) 597-7440; TDD Service at (912) 744-2299. Forms may
be requested through any Employment Information Touch Screen Computer Kiosk located at OPM offices, career
transition centers, and in some Federa office buildings. If you have access to a persona computer and a modem,
you may connect to the Federal Job Opportunities Board (FJOB) at (912) 757-3100 or the Internet at
http://www.usgjobs.opm.gov.

Instructionsto view on-line and download the Announcement and SQS from the FJOB:

Dial into the FJOB at (912) 757-3100,

Select option 1 at the Main Menu for "Federa Jobs",

Select option 2 for "Job Search”,

Select "O" for "Open Competitive",

Review the list of search options (i.e. job series, title, etc.) and enter your selection,

Enter "V" to view the job listing for this position on screen and note the OPM control number i.e.,
<PH##HH)>,

Type "vacancy" and press the enter key to view the full text of the announcement and SQS, and

8. Enter "D" to download the announcement and SQS.

ouhcwNE

Torequest a Form C only by telephone: (NOTE: Use this option only if you already have a copy of the
announcement and SQS for this position and wish to apply by mail.)

1. Call thelocal USAJOBS BY PHONE at (215) 597-7440,

2. At the main menu, select “1", then "3" to request forms and "1" to begin recording,
3. At the prompt, ask for a Form C, and

4 At the next prompt, record your name and address.

EQUAL EMPLOYMENT OPPORTUNITY

Applicants are assured of equal consideration without regard to race, sex, age, religion, color, national origin,
lawful politica affiliation, marital status, membership or nonmembership in any employee organization or
nondisqualifying physical or menta disability.



PH- PA- 9- 0234
US Ofice of Personnel Managenent
Phi | adel phi a Servi ce Center
WlliamJ. Geen, Jr., Federal Building
600 Arch Street
Phi | adel phi a, PA 19106

SQS
Suppl enental Qualifications Statenent

for

MANAGEMENT ANALYST
GS-0343-9/11/12

Cccupati on Code: 0343B
Cccupational Specialty: 001

| NSTRUCTI ONS:

In this booklet you will be asked a nunber of questions
concerni ng the above occupation. Please answer all questions to
the best of your ability. Mark your responses in Section 17
(Gccupational Questions) of the Qualifications & Availability
Form (Form C). Return the Form C and any additional forns
requested to our office at the address |isted above.

WARNI NG  Any experience or education you indicate on your FormC
wll be verified by checking your application. Your application
must show t he experience that you claimon the Form C in order to
receive credit. Please be honest in your responses.

For further information concerning other Federal enploynment
opportunities you may contact any State Enpl oynent Service
Ofice.

We appreciate your interest in Federal enploynent.



| NSTRUCTI ONS FOR COVPLETI NG THE QUALI FI CATI ONS AND AVAI LABI LI TY

FORM C

Pl ease conplete the Form C carefully using a #2 pencil. Darken
t he appropriate oval bel ow each box. Return the Form C and any

addi ti onal

mat eri al requested to our office at the address |isted

at the top of page 1.
Pl ease conplete the followi ng information on FormC

Sect i
Sect i
Sect i
Sect i

Sect i

Sect i

Sect i

Sect i
Sect i

Sect i

ons 1-2:

on

on

on

on

on

on

on

on

on

3:

10 -16:

17:

Sel f - expl anatory.
ENTER PH- PA-9-0234.
ENTER 0343B

90234.

ENTER THE LOWEST GRADE YOU W LL ACCEPT, EI THER
9,11 OR 12. If you enter a higher grade, you wl|
not be considered for the position.

EMPLOYMENT AVAI LABI LI TY - Pl ease answer the
foll ow ng questions under itemE in this section.

Question 1: Are you currently a Departnent of
Educati on enpl oyee who has been decl ared surpl us
AND requesting special priority selection

consi deration under the Dept. O Education Career
Transi tion Assistance Program (CTAP) ?

Question 2: Are you a displaced Federal enployee

who is requesting special priority selection

consi deration under the |Interagency Career

Transi tion Assistance

Program (| CTAP) ?

OCCUPATI ONAL SPECI ALTIES - In block 1 in this
section, enter the code "001" and | eave bl ocks 2

t hrough 10 bl ank.

CEOGRAPHI CAL AVAI LABILITY - Enter 001 in block 1
Sel f - expl anatory.

Pl ease answer the questions on the follow ng
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pages. Mark only 1 response for each question.

Sections 18-22: Leave Bl ank.

Section 23: Consul t announcenent for veterans preference
criteria.
Section 24: Pl ease answer these questions truthfully.

Important! If you have answered "yes" to any of the questions in
parts 2-4, please provide a brief explanation on a separate paper
attached to your Form C. Include the exact date(s) and charge(s)
for each incident involved. Your application cannot be processed
until you provide this information.

Section 25: Complete only if claimng veteran's preference.
Section 26: Pl ease read the statenent, then sign and date this
form

DO NOT' MARK YOUR ANSWERS ON THI S FORM
MARK YOUR ANSVERS ON FORM C, PART 17 (" OCCUPATI ONAL QUESTI ONS")

1. Directions: First reviewall of the itens |listed bel ow
After reviewing them select the ONE that BEST describes the
education and/ or experience that you possess that
denonstrates your ability to perform G509 Managenent
Anal yst work. Begin marking your responses to the itens in
this part in Section 17 on Form C. DO NOT MARK MORE THAN
ONE ITEM |If you feel that your education or experience
exceeds all of the descriptions below, do not select
Response E, but choose the description that best describes
| oner | evel experience or education that you do have.

A Two full years of progressively higher |evel graduate
education or nmaster's or equivalent in a subject matter
area that equi pped you to perform nanagenent anal ysis
rel ated work. Exanples of qualifying disciplines are
Public Adm nistration, Business Managenent,
Quantitative Analysis or other fields of study that
required the anal ysis of managenent processes.

or

B. One year of specialized experience equivalent to the
GS-07 level that denonstrated know edge of managenent
anal ysis requirenments and techniques related to
Student Fi nanci al Assi stance Prograns. Assignnents
consi st of several related tasks which required skil
in applying anal ytical and evaluative techniques to the
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identification, consideration and resolution of issues
or problens related to Student Financial Assistance
Prograns. The assignnents nust have shown conpl etion
of the follow ng or the equivalent:
- Analysis of the interrelationships of pertinent
i ssues, facts, or conponents under study;
- Planning the sequence of actions necessary to
acconplish the assignnent; and
- Personal responsibility for at |east a segnent of the
overal |l Student Financial A d project.
or

C. A conbi nation of graduate |evel education as descri bed
under letter A above in excess of one full year and
speci al i zed experience as described under letter B
above whi ch, when conbi ned, are equivalent to 100% of
the qualification requirenents. To conpute this, first
determ ne your total qualifying experience as a
percent age of the experience required under letter B
above; second, determ ne your graduate education in
excess of one full year as a percentage of the
educati on required under A above; and then add the two
percent ages together. The total nust equal at |east
100 percent to qualify.

Directions: First reviewall of the itens |listed bel ow
After reviewing them select the ONE that BEST describes the
education and/ or experience that you possess that
denonstrates your ability to perform G5 11/12 Managenent

Anal yst work. Begin marking your responses to the itens in
this part in Section 17 on Form C. DO NOT MARK MORE THAN
ONE ITEM |If you feel that your education or experience
exceeds all of the descriptions below, do not select
Response E, but choose the description that best describes

| oner | evel experience or education that you do have.

A Compl etion of three full years of progressively higher
| evel graduate education or Pd.D. or equival ent
doctoral degree in a subject matter area that equipped
you to perform managenent anal ysis work. Exanples of
qualifying disciplines are Public Adm nistration,

Busi ness Managenent, Quantitative Analysts or other
study that required the anal ysis of nmanagenent
processes.

B. One year of specialized experience equivalent to at

|l east the GS5-9 level in the Federal sector that
i nvol ved anal yzing the inpact of pertinent |aws,
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regul ati ons and policies on Student Financi al

Assi stance Prograns (SFAP); neasuring program
efficiency and productivity using qualitative and
guantitative techni ques; devel opi ng new procedures and
approaches to resol ve probl ens and recomrendi ng

sol utions

A conbi nation of graduate education as described under
letter A above in excess of two full years and
speci al i zed experience as described under letter B
above whi ch when conbi ned are equivalent to 100% of the
qualification requirenents. To conpute this, first
determ ne your total qualifying experience as a
percent age of the experience required under letter B
above; second, determ ne your graduate education in
excess of two full years as a percentage of the
educati on required under A above; and then add the two
percentages together. The total nust equal at |east
100 percent to qualify.

One year of specialized experience equivalent to at

| east the G5-11 level in the Federal sector that
i nvol ved anal yzing the inpact of national trends, |aws,
regul ations and policies on nultiple Student Financi al
Assi stance Prograns (SFAP) or operational areas;
measuring programefficiency and productivity using
gqualitative and quantitative techni ques; devel opi ng new
and i nnovative procedures and approaches to resol ve
significant problens and maki ng recommendi ng to
managenent that have |ong reaching effects on the
future direction of the program or area.

My educati on/experience is not reflected in any of the
above statenents.

3. Selective Placenent Factor: Fromthe responses bel ow, sel ect
the one that best represents your education and/or experience as
they relate to your know edge of Title IV programregul ations,
systens and administration with enphasis on the Direct Loan

Pr ogr am

Be sure to provide verification of your claimin your

witten application material s.

A

| have experience that required extensive Title IV
program and systens know edge with enphasis on the
Direct Loan Program such as the devel opnent of
regul ati on, handbooks, manuals or responses to
difficult professional inquiries requiring research of
program i ssues.
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B. | have experience with enphasis on the Drect Loan
Program devel oping Title IV policy and procedure
responses to the public or other offices.

C. | have participated in Title IV, Direct Loan, program
specific projects.

D. My anal ysi s experience and/or education is not rel ated
to Title 1V, Drect Loan Program

Directions for questions 4-22: 1In this part, you will respond to
guestions about experiences you have had that are related to the
requi renents of the job for which you are applying. Carefully
review the level descriptions listed below. For each question or
statenent, select the ONE | evel description that best describes
your experience and record your selections on FormC, Section 17
beginning with item nunber 2. Renenber that your experience wll
be verified by your application or resune and in the interview
process, so please DO NOT EXAGGERATE your experience. Read each
itemcarefully before making a deci sion.

Level Descriptions

A | have not had education, training, or experience in
performng this task.

B. | have had education or training in performng this task,
but have not yet perforned it on the job.

C. | have perforned this task on the job. M work on this task
was nonitored closely by a supervisor or senior enployee to
ensure conpliance with proper procedures.

D. | have perfornmed this task as a regular part of a job.
have perfornmed it independently and normally w thout review
by a supervisor or senior enployee.

E. | am considered an expert in performng this task. | have
supervi sed performance of this task or amnormally the
person who is consulted by other workers to assist themin
doing this task because of ny experti se.

Choose one of the |evel descriptions above (A, B, C, D, or E) for

each of the itens |isted bel ow

4. Resear chi ng student financial aid questions through various

publ i shed resources including the Student Financial Ad
Handbook and regul ati ons.
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10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

21.

22.

Adm ni stering student | oans.

Processing | oans in EDExpress software or simlar vendor or

cust om sof t ware appl i cations.

Transmtting and receiving electronic files over the

Title I'V WAN.
Speaking in front of |arge groups.

Witing procedures.

Provi ding software and/or programinstruction in a

cl assroom setti ng.

Reconmmendi ng actions based on analysis of results.

Wor ki ng as a team nenber on projects that involve or
i npact several groups within an organi zation.

Coordinating activities between groups to neet

or gani zati onal goal s.

Adapting project plans to neet the goals of several

groups or individuals.

Di spl ayi ng di pl omacy and tact when dealing with others.

Interacting with individuals fromdi verse backgrounds and

with varying | evels of financial aid know edge and

experi ence.

Revi ew ng reports to anal yze progress and status of

program obj ecti ves.

Usi ng conputer applications to create presentations and

reports.

Devel opi ng tools and nethods for neasuring the
ef fecti veness of nmanagenent practice, procedures,

reports, policies and directives.

Wrking in other Title IV prograns.

Determ ning student eligibility and resolving conflicts

regarding eligibility for Title IV aid.

Adapting to changi ng organi zati onal

15
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initiatives.

Thi s concludes questions in Section 17. Warning: Your responses
to questions will be reviewed for accuracy and truthful ness.
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